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">     PlL  (P'^  ADMINISTRATION 
J  Office  of  I'arketing  -Servic 

n  L  AT-,  ■  <^  Washington  ;^5;- D  .Ci 


as^'*  juwrsB-,  1945 


COTTON  AND  FIBER  BRAITCH  LIEMOF^ilTJTO'^q^^^  .  '  •.■ 

Procedure  for  Preparing  Report,  on  (Quality  of  Carry-over 

The  Secretarj/-  of  Agricult^ire  is  authorized  and' directed  "to  collect  and  publish 
annually  *  -  *  statistics'  or  estimates  concerning  the  grade  and  staple  len[jbh 
of  stocks  of  cotton,  knovna  as  the  carry-over,  on  hand  on  the  1st  of  August  of 
each  year  in  warehouses  and  other  establishments  of  every  character  in  the  con- 
tinental United  States;  *  *  *"  by  Public  Law  No.  740  -  69th  Congress  (7  U.S.C. 
471-476). 

This  memorandum  supersedes  all  previous  memoranda  on  the  subject. 

The  need  for  prom.pt  and  accurate  information  on  the  quality  of  the  carry-over 
is  ^xeatly  increased  by  the  many  problems  arising  out  of  the  -vmr.    For  this 
and  other  reasons  it  is  imperative  the.t  every  practical  means  be  tak^en  to  in- 
sure dependable  and  timely  quality  statistics  relating  to  stocks  of  cotton. 

Information  obtained  in  connection  v/ith  the  dete  mi  nation  of  the  quality'-  of 
the  carry-over  is  confidential.    Attention  is  directed  to  section  2  of  the 
Act  v'hich  provides  th;  t  the  information  furnished  by  an  individual  establish- 
ment shall  be  considered  as  strictly  confidential  and  shall  be  used  only  for 
the  statistical  purpose  for  wlalch  it  is  supplied'.     Penalties  are  prescribed 
for  unauthorized  disclosure  of  such  information. 

The  pi-ocedure  for  obtaining  accurate  information  on  the  grade  and  staple  length 
of  the  carry- over -is  outlined  as  follows:     (l)  Carry-over  schedules  will  be 
p.-epared  and  mailed  by  the  Branch  to  mills,  m.erchants,  and  warehouses  having  ■ 
cotton  on  hand  at  the  end  of  the  season.     (2)  Plans  will  be  submitted  by  Area 
Offices  for  handling  the  carr\^-over  work  in  advance  of  July  15.     (3)  Represen- 
tative samples  of  cotton  in  ruill  stocks  and  public  storage,  except  government 
controlled  stocks,  will  be  classed  in  each  area  during  the  period  July  15 
tlirough  August  15.     (4)  Carry-over  lists  showing  the  nam.e,  address,  and  sched- 
ule number  of  mills,  w&rehouses ,  and  merchants  will  be  prepared  by  the  Branch 
aiid  furnished  each  Area  Office  not  later  than  July  15.    '(5)  As  schedules  are 
received  from  report ing . establishments  shortly  after  August  1,  they  will  be 
sent  as  promptly  as  possibLe  to  classers  in  each  territory  bj/-  the  Classing 
O'.rice.     (6)  Classers  vd'll  cl&ss  an  adequate  volume  of  representative  samples 
and  T,'fill  make  proper  notations  on  schedules  and  attach  the  v/ork  sheets  used  in 
adjusting  the  quality  reported.     (7)  Classers  vdll  retui-n  schedules  promptly 
to  Area  Offices.     (S)  Area  Offices  v/ill  send  schedules  to  the  Branch  as  soon 
as  the  necessary  informaition  has  been  entered  on  carry-over  lists  and  the 
schedule  and  attached  work  sheets  carefully  checked  for  accuracy  and  complete- 
ness.    (9)  Vilhen  the  stocks  in  each  -area  h?.ve  been  classed  and  the  appropriate 
inform.ation  entered  and;  s^omm.arized  by  the  Area  'Office-  to  show  percentage  of 
stocks  classed,,  etc.,  carry-over  lists  v/ill  be  returaed  to  the  Branch.  (lO) 
The  Branch  will  tabule.te  the  data  received  on  the  various  schedules  and  re- 
lease a  report  on  the  quality  of  the  carry-over.  ... 
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Carry-over  Schedules 


1.    Three  separate  carry-over  schedules  xrill  be  prepared  and  mailed  to  report- 
establishments  by  the  Statistical  and  Quality  Iraproveraent  Division  of  the  Branch • 
The  schedule  (l)  Form  OI/iS-129  (formerly  CB-94)  will  be  mailed  to  owners  of  cotton 
other  than  mills;   (2)  Form  OMS-130  (formerly  CB-95)  to  mills;  and  (3)  Form  CIS- 
131  (formerly  C3-96)  to  warehouses.    A  notation  shoTdng  the  address  of  the  Class- 
ing Office  to  which  the  schedule  is  to  be  returned  v(ill  be  enclosed  mth  each 
schedule.     Important;     If  any  establisrjnent s  having  sizable  quantities  of  cotton 
on  hand  or  in  storage  are  found  not  to  be  on  the  carry-over  list  such  establish- 
ments should  be  added  to  the  list,  assigned  a  schedule  number  and  a  reores&n- 
tative  sample  of  the  stock  classed  in  the  usual  manner. 

Area  Office  Plans 


2.  Each  Area  Office  will  submit  a  plan  of  operation  to  the  Statistical  and 
Quality  Improvement  Division  shomng  the  following  iniorm.ation»     (l)  Classing 
Office  to  which  sehed-ales  are  to  be  returned  for  each  Area.     (2)  Classing  per- 
soru.el  (a)  available  and  (b)  required  to  complete  the  job  within  the  allotted 
time.     (3)  Cars  (a)  available  and  (b)  required.     (4)  Plans  for  effectively 
using  available  cars.     (5)  Other  pertinent  information  vdth  which  the  Branch 
may  be  concerned. 

Classing  Representative  Samples 

3.  (a)  Vfork  v/ill  be  started  on  the  classification  of  representative  samples  of 
cotton  in  the  carry-over  not  later  than  July  15.     In  order  to  begin  work  prior 
to  the  receipt  of  carry-over  schedules  two  lists  of  all  reporting  establish- 
ments "vvill  be  supplied  to  each  Area  Office  so  that  arrangements  may  be  made 
for  finishinf;  vrork  in  each  area  covered  and  avoiding  unnecessary  travel.  For 
work  done  prior  to  receipt  of  schedules  the  quality  assigned  to  each  lot  of 
mill  and  merehRnt  stocks  by  the  ovmer  vd.ll  bo  obtained  and  systematically  re- 
corded by  the  classer  and  representative  samples  of  each  quality  classed  and 
recorded  on  tally  sheets.     The  classer  will  keep  an  accurate  record  of  the 
classification  of  each  sample  classed  representing  "free"  cotton  in  warehouses 
on  tally  sheets.    All  such  sheets  will  be  hold  by  the  classer  until  the  sched- 
ule for  the  establishment  is  received  for  adjustment.    After  proper  adjustments 
have  been  made,  the  classer' s  records  used  for  making  adjustments  Ydll  be  at- 
tached to  the  schedule  and  returned  promptly  to  the  Area  Office.  Carry-over 
sehcduloG  are  not  to  be  collected  or  made  out  by  classers  visiting  ostablish- 
.rents  prior  to  August  1. 

(b)  For  establishments  where  cotton  is  classed  after  schedules  have  been 
received  the  procedure  will  be  the  same  as  that  outlined  above  except  that 
information  on  the  quality  of  each  lot  need  not  be  obtained  from  mills  or 
morcheaits. 

(c)  Representative  samples  will  be  classed  from  all  stodks  of  cotton  exoept 
(l)  certificated  stocks;   (2)  government  controlled  stocks;  and  (3)  small  stocks'- 
in  inaccessible  locations.     A  niinimum  of  85  percent  of  mill  stocks  will  be 
Ciieckcd  in  each  State  having  more  than  10,000  bales  in  mill  storage.  Likewise 

a  minim,um  of  85  percent  of  "free"  cott on' ^vill  be  checked  in'  each  State  having 
more  than  10,"000  bales  of~"fre'o"  cotton  in  storage^     Samples  from  5  percent  of  ■ 
the  bales  of  upland  cotton  in  each  quality  designation  or  lot  reported  by  mer- 
chants and  mills  and  of  "free"  stocks  of  upland  in  vnarehouses  vdll  be  clashed. 
Variations  either  up  or  dovm  from  5  percent  should  be  kept  to  a  minimxuii.     In  some 


cases,  hov/ever,  classers  may  have  reason  to  believ&.that  5  percent,  is  -boo  small 
t-c  be  representative  and  in  such  instances  a  larger  proportion  should  be  classed. 
Classers  Tfill  in  all'cases  secure  an  adequate  representative  statistical  sample 
and  specify  the  nuniber  of  samples  classed  in  each  instance.  The  same  procedure 
will  be  used  for  American-Egyptian,  sea-island,  and  all  foreign  grovrt;hs  as  that 
used  for  upland  except  that  a  10  percent  sample  of  all  l?epdrted  stocks  in  each 
Area  v/ill  be  classed. 

(d)  Area  Offices  will  be  furnished  figures  on  stocks  by  States  by  the  Statis- 
tical and  Quality  Improvement  Division.  ■  ■   ,  ■  • 

(e)  ?flaere  cotton  is  stored  in  an.area  and  samples  are  available  in  another 
area  the  chairman  of  the  Classing  Office  v/here  the  cotton  is  stored  v/ill  request 
the  chairman  of  the  Classing  Office  where  the  samples  are  stored  to  class  the 
necessary  number  of  samples.    The  latter  chairman  vxill  class  the  cotton  and  re- 
turn the  required  information  to  the  office  making  such  request.    The  office 
where  the  cotton  is  ^stored  will  be  responsible  for  reporting  the  cotton  and  for 
handling  all-  paper  v/ork  with  respect  to  it,  except  that  incident  to  classing-. 

Carry-over  Lists ■ 

4.  Information  required  on  the  carry-over  lists  received  from  the  Branch  will 
be  filled  out  b^-"  Area  Offices, 

.  •  ■  ■  Distribution  of  Schedules  Received  frcr.i  Reporting  I] st ab  1  i s hme nt s 

5.  Area  Offices  will  designate  Classing  Offices  to  receive  schedules  from  re- 
porting establishments  for  distribution  to  classers  engaged  in  classing  stocks. 

Reporting  and  Adjusting  Quality  Ds^ta 

6.  ■  In  classing  warehouse  or  merchant  st ocks classers  will  use  tally  sheets 
rather  thaii  class  sheets.    Area  Offices  may  mimeo-graph  a  supply  of  tally  sheets: 
from  a  specimen  which  V/i  11  be  furnished,     (a)  All  quality  designations  vfill  be 
recorded  in  symbols  for  grade  and  code  numbers  for  staple  length  as  set  forth 
in  Cotton  and  Fiber  Branch  Memorandum  Mo.  C-3 .    Separate  sheets  Yd  11  be  used 
for  each  establishment  and  for  each  groTrt:h  and  each  sheet  will  show  the  follow- 
ing information;     (1)  nam.e  and  address  of  ostablishiiient  j   (2)  date  classed;  (3) 
schedule  number;   (4)  number  of  bales  in  storage;   (s)  nui'aber.  of  samples  classed; 
(6)  bales  represented  by  samples  classed;  (?)  complete  quality  description  of 
each  is ample  classed,  i.e.  grovith,  grade  (including  color),  staple  length  in 
?2nd  inches,' preparation  by  leng:bh  groups,  i.e.,  1-3/32"  and  shorter  and  l-l/S" 
c.nd  longer;   (S)  other  reductions  in  grade  or  in  staple  length;  (9)  signature  of 
classer.     (b)  Length  of  staple  for  American- Egyptian,  sea-island,  and  foreign 
cotton  will  be  shown. in  code,     (c)  Precautions:     Be  sure  to  show  (l)  reductions 
for  rough  preparation;   (2)  all  other  reductions  in  either  grade  or  staple  length; 
(3)  non-rain . groT/vn  cotton;  and  (4)  odd  thirty-seconds  for  upland.    In  some  years 
the  proportion  of  29/32"  and  31/32"  reported  in  the  carry-over  has  been  rel- 
atively small  in  both  mill  and  public  storage  stocks.     (d)  Data'  on  tally  sheets 
are  to  be  counted  and  added  both  ways  to  be  .sure  thej/.  check  before  being  sub- 
mitted to  the  Area  Office-.-    If  one  tally  Sheet"  does' not  have  enough  spaces  to 
include  all  grades  or  staple  lengths  found  in  the  ostablisbji^ent  an  extension  • 
can  be  made  on  a  second  sheet,     (e)  All  tally  sheets  for  each  establishment  must 
be  fastened  securely  to  the  original  schedule  and  £ubm.itted  to  the  Area  Office. 
(Area  Offices  are  to  make  sure  that . these ,  schedules  and  work  sheets . are  kept 


together  end  submitted  to  the  Branch.)     (f)    Use  of  tally  sheets  is  also  recom- 
mended for  mill  classing  records  but  in  cases  xAiorn  this  procedure  is  imprac- 
tical the  following  method  may  be  used.    The  classer  v.dll  ivrite  an  identifi- 
ca,t ion  number  for  each  lot  or  quality.     For  example  if  the  niill  schedule  shows: 


Number  of  .Staple 
bales  Grade    ■  Color  (inches) 


200  M  W  1-1/8 

200  SM  YiT       -  1 


The  classer  will  number  the  lots  1  and  2,  respectively,  and  adjustments  might  be 
shovrn  as  follovfs: 


(or)  Bales 

Staple 

Percent 

Grade 

(inches ) 

Lot  1 

20. 

40 

M 

1-1/16 

65 

130 

M 

1-3/32 

15 

30 

SM 

1-1/8 

Lot  2 

38 

75 

SM 

15/16 

12 

25 

M 

31/32 

50 

100 

SM 

1 

The  vrork  sheet  showing  these  adjustments  v/ill  be  attached  to  the  schedule  in  all 
cases.    Adjustments  r.iay  bo  shov/n  either  in  bales  or  in  percentages,  hov/evcr,  it 
is  preferable  in  bales  but  be  sure  that  percentages  add  to  100  or  the  bales  to 
lot  totals.     (g)  Be  sure  to  identify  lots  of  certificated  cotton  listed  by  mer- 
chants and  do  not  check  such  cotton.  .  (h).  If.  qualities  appear  on  the  schedule 
for  which  no  check  T.ras  mo.de  adjustments  will  not  be  made  by  the  classer.  (i) 
Chovj-  number  of  samples  classed  for  each  quality  (each  grade  and  staple  leng'th 
"combination"),     (j)  Classers  will  return  to  their  respective  Area  Offices, 
schedules  covering  cotton  from  vvhich  samples  wei-o  not  classed  xvith  a  note  of 
explanation  as  to  why  representative  samples  were  not  classed  for  the  entire 
stock  or  for  any  lot  of  such  stock  in  excess  of  25  bales. 

Schedules  Returned  Pi'omptly 

7«    YJhcn  schedules  are  received  for  cotton  in  establishments  previousljr  classed, 
the  classer  v;ill  make  the  proper  adjustm.ents  and  return  schedules  promptly  to 
the  Classing  Office.     Other  sci;edules  will  be  returned  prom.ptly  after  the  cotton 
is  classed.    Under  no  circumstances  will  the  return  of 'schedules  be  delayed  more 
the.n  one  day  after  schedules  have  been  received  and  stocks/classed. 

Schedules  Mailed  to  Washington 


Br.     Area  Offices  vrill  be  responsible  for  editing  and  checking  each  schedule  and 
wjrk  shoot,  Entering  the  required  information  on  carry-over  lists ^  and  promptly 
Hiailing  the  completed  adjusted  schedules  to  the  Statistical  and  Quali.tj'"  Improve- 
ment Division. 

Carry-over  Lists  Mailed  to  ITashington 

9.    The  carry-over  lists  used  by  the  Area  Office  will  be  returned  to  the  Statis- 
tical and  0„uality  Lnprovem.ent  Division  as  soon  as  all  cotton  in  the  State  to 
which  the  lists  relo.te  has  been  checked  and  the  lists  cr^mpleted,  surmriarized,  and 
percentage  of  stocks  classed  shown.    These  lists  should  be  used  to  determine 


coinplio.ncc  v/ith  instructions  in  po.ragrc.ph  5, 


Carry- over  Report 


10.  It  is  important  that  the  Trork  on  the  carry-over  bo  completed  by  August  15, 
if  possible. 


11.    Field  reprcscnto.tives  (ficldmen)  may  be  authorized  by  Area  Offices  to  hire 
laborers  to  draw  samples  of  "free"  vmrohouse  stocks  and  to  ship  samples  to  Clas 
ing  Offices  at  government  expense  if  this  ex^-editcs  the  x-rork.     If  Virarhouscmon 
specifically  request  that  srjnples  be  returned  they  may  bo  returned  collect  un- 
less labor  is  furnished  by  the  x\,'-ar eh ou semen  for  drci,T>ring  samples  mthout  cost  to 
tiic  government  in  ivhicn  event  sajnplos  \7ill  be  returned  at  government  expense. 


12,    Schedules  not  received  by  August  10,  v/ill  be  requested  in  person,  by  tele- 
gram, or  by  registered  m.ail.    Area  Offices  vfill  be  furnished  a  supplj^  of  sched- 
ules for  use  in  this  corjiection.    A  list  of  all  establisliments  failing  to  re- 
spond to  such  requests  will  be  submitted  to  the  Statistical  and  Quality  Improve 
ment  Division  along  v.dth  appropria.te  evidence,  comments,  and  recommendations 
not  later  than  September  1» 


Collection  of  Samples  by  Field  R e p r e s e nt a t i vo s 


Delinquent  Schedules 


